
Subcontractor Payment Tracking System

Upload Data File Option



Subcontract Payment Record

Links have been added to all web pages providing the additional selections of “File 
Upload” and an “FAQ” document. The “Manual Entry” option refers to the current 
window displayed.



Payment File Location 

Click the “Browse” button to locate appropriate “csv” formatted file.



The path to the “csv” should be displayed after selection. Click the “Upload”

button.  

Payment File Path



Errors

Subcontra
ct R

ecord
 

Page

The error displayed shows that the initial information for the listed subcontracts has 
not been submitted into SPT. This information is required prior to upload of the 
selected file. A button is provided to redirect you to the Subcontract Record page. After 
the initial information has been submitted, select the “File Upload” link to return to the 
upload page.



Errors Cont’d

The error(s) displayed shows data identified with (***) has not met the field(s) format requirements. 
Correct the data in the “csv” file and run the upload process again.  



Uploaded Data Screen Report

The vendor ID’s have been removed from this report.



TypeOfWorkCode Description of type work

1 Furnish and Install
2 Furnish (Material and Handling)
3 Install (Labor and Equipment)
4 Labor
5 Material
6 Hauling
7 Equipment
8 Brokerage

Sample data file:

SubVendor,ContractNbr,UNewAmount,UNewDate,CheckNum,TypeOfWork,RetPaidAmt,Comments
352345677,R29409,100.00,2/18/2006,57453,3,222.00,just a test
352345678,RS28211,200.00,3/22/2006,57232,4,333.00,Test 2
353456789,RS28468,444.00,4/22/2006,57234,5,444,Test 3

Field Name Data Type Required Description

SubVendor Char (14) Yes Subcontractor’s tax number/Federal Tax ID.  

ContractNbr Char (15) Yes Contract number.

UNewAmount $ Yes, >0 Payment amount to subcontractor.

UNewDate DateTime Yes The date payment was made to subcontractor. 

CheckNum Char (25) Yes The check number or transaction number of the reported payment.

TypeOfWork Int Yes, >=1 and <9
The code for the type of work the subcontractor preformed for the payment 
reported.

RetPaidAmt $ Yes, >=0
The amount of the payment to be applied toward the retainage amount that was 
reported withheld, if any, in part or whole. 

Comments Char (250) No Any comments pertaining to the reported payment.

Details


